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1. (a) (i) Create a folder and name it as RCEA where you will store the file.				(1 mark)
     (ii) Open a word processing program and create the document below as it appears.		(30 marks)
BENEFITS OF SPORTS IN LEARNING INSTITTUTIONS
Why we should take part in sports
Physical exercises when integrated in curriculum help learners to acquire a balance growth. The following are some of the reasons why students should be encouraged to engage in sports while in learning institutions.

Athletes perform better in academics
Engaging in a sport requires a lot of time and energy. Sports require skills of memorization, repletion and learning which are directly relevant to class work.

Sports encourage team – work and help to achieve goals
Aggressively going for a common goal with teammates and a team manager, teaches one how to shape a collective team synergy and effectively communicate the best way to solve problems en route to victory. This will be very helpful in later life when one encounters problems at the place of work or at home.

Sports offer many health benefits
S
ports improve fitness and help in weight reduction. Sports also encourage healthy living. Athletes avoid smoking and alcohol drinking which offers health benefits in later life.

Sports boost self esteem
Realizing that hard work pays off brings about self-confidence. Winning a sport inspires an athlete to achieve any other goal set. This is very exciting and rewarding.

For all these reasons, it is always a great decision to get involved in sports.

SPORTS SCHEDULE FOR THE YEAR
	
	SEASON 1
	SEASON 2
	SEASON 3
	SEASON 4

	Secondary Schools
	Football
	Indoor Games
	

Athletics

	Primary Schools
	Indoor Games
	Football
	Swimming
	

	Teacher Colleges
	Swimming
	Indoor Games
	Football
	

	Technical Colleges
	
	Football
	

	Universities
	Rugby
	Swimming
	Motor sports
	



(iii) Save the document as SPORTS FILE 2026 in the folder created earlier.			(1 mark)
(b) Insert the text “department of sports resources” as footer. Apply italics to the footer and align it to the center.													(2 marks)
(c) insert a section break at the end of the document created such that the new section starts on a new page.													(1 mark)
(d) (i) insert a bar chart in the new section to represent the information shown in the following table.	(5 marks)
	
	SEASON 1
	SEASON 2
	SEASON 3
	SEASON 4

	Secondary Schools
	20
	18
	4
	20.4

	Primary Schools
	10
	8
	20
	15

	Teacher Colleges
	10
	8
	20
	9

	Technical Colleges
	5
	20
	15
	15

	Universities
	9
	7
	5
	6



(ii) Apply a grey background to the chart area created above.					(1 mark)
(iii) Insert a caption “the annual projected cost of organizing sports (ksh. 1,000,000)” to  the chart.	(2 marks)
(iv) Change the orientation of the page containing the chart to landscape.				(1 mark)
(e) Apply line page border of thickness 3 pt to the page containing the chart.			(2 marks)
(f) Insert page numbers at the top right hand corner of the document.				(2 marks)
(g) Save the document and print on both sides of the paper.					(2 marks)				
2. (a) The data below shows a spreadsheet for loan applicants from a youth fund from a certain county.
	Member No.
	Name
	Date of birth
	Date of application
	Gender
	Age
	Amount applied

	A001
	ABC
	1/3/1992
	1/1/2016
	M
	
	KSH. 200,000.00

	B001
	CDE
	2/6/1999
	3/1/2016
	F
	
	KSH. 600,000.00

	C008
	FGH
	5/6/1992
	3/1/2016
	M
	
	KSH. 400,000.00

	K001
	JKL
	2/7/1990
	7/1/2016
	F
	
	KSH. 700,000.00

	S007
	MNO
	2/9/1980
	7/1/2016
	M
	
	KSH. 600,000.00

	Z006
	KRS
	4/8/1992
	2/2/2016
	M
	
	KSH. 500,000.00

	A008
	TUV
	4/8/1960
	3/2/2016
	M
	
	KSH. 700,000.00

	B005
	CED
	2/6/1995
	5/2/2016
	F
	
	KSH. 600,000.00

	C011
	HGF
	5/6/1990
	10/2/2016
	M
	
	KSH. 400,000.00

	K012
	LKJ
	2/7/1970
	6/1/2016
	M
	
	KSH. 700,000.00

	S019
	NOM
	2/9/1991
	4/6/2016
	M
	
	KSH. 600,000.00



(b)Type the data as shown in the spreadsheet above and name the worksheet as Original, save the workbook as application.											(14 marks)
i. Copy the data in the Original worksheet and paste in sheet two and rename the worksheet as Evaluation.
ii. Fill the column for the Age which is the difference between date of application and date of birth in years to the nearest whole number.										(6 marks)
iii. Create a validation in the Date of application such that it should be after date of birth.		(2 marks)
iv. Format all columns having currency data type to KSH.						(2 marks)
v. Create the columns Comment and Amt Awarded.
The comment is based on the following:
· If the gender is male and the age by the date of application is greater than 30 years the Comment is ineligible otherwise eligible.
· Amount awarded if a person is eligible is 80% of the amount applied
vi. Fill in the two columns for amount awarded and comment using a formula. If an applicant is ineligible the amount award is left blank.										(10 marks)
(c) Copy the worksheet named Evaluation and paste in sheet 3 in the same workbook and name it as final.
i. Filter out data in the final worksheet leaving out those who have been awarded a loan.		(2 marks)
ii. Create a table showing the total amount to all males and total awarded to females and total for both male and females. In the sample table below fill in using conditional if statement.				(6 marks)
	
	Amount (Ksh)

	MALE
	

	FEMALE
	

	TOTAL
	



iii. Draw   pie chart representing the total amount for males awarded and females awarded.		(2 marks)
iv. Print the following.										(4 marks)
a. Original worksheet
b. Evaluation worksheet
c. Final worksheet
d. The pie chart.
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